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L. INTRODUCTION-

':4f%': o ”;.li Ce A ;]fSEQ::
Heicame ta ﬁhe SummEP Ynuth Emp1uyment Program

(SYEP) As é wnrker in. th1s program yau W111
f

J ‘,;have the oppﬁrtunlty to he]p your cammun1ty,

learn’ some wnrk sk11ls, try out some JDbS, f_i‘_:~

I

'1earn about the kind of behav1cr expected Qn a

JDb make néw fr1énd5 and earn scme mnney

But mast QF a]] ygu can ga1n wnrk exper1ence
2 S e e

"_ ~and learn about oc:upations and wurk in the a- v 

' dult wor?d Make the most gf these oppartuni-;

v

’-it1es;s* o - Lo b, S

3

! =Your sup3rv1sor and the rest Df us 1nva1ved 1n

SYEP are wgrk]ng to heIp yQu A /i

'Th1s manuaT will te11 you ngeth1ng abaut the

v

: prggram, its ru1es and pay prccedures, and g1ve

= /

-yOu some t1ps on béhav1ar and hand11ng your mon= o

.



‘ _”Dple'and agencies that are- imperta ‘ Théﬁﬁ_ﬁ#;ﬁ;;il

1ast page af th1s manuai 1§? Foﬁn,yau can usel:'

Fﬂr this 1nfurmat1un - _‘ o ‘f'u; ; L i"ggxyi

:[é3gli§5iNHAT,13'$XEP?=’_;f”;* L  }[ 3'_ RRRTARD

_SYEP is the Summer Youth Emp1nyment Prngram oL

(Funded by the federa] gcvernment t@ g1ve yuung

'-.peapie ages 14-21 the chanﬁr ﬁa ?‘Efan? get t{’;, ifé?
‘ usefu1 sk1]15iu It s a chance for you to egrn f_.'*;/yk

whiie you learn abdut work,  12 S e

K ‘iii  WORK' AND. Jogii .

There are many d1fferent JGbS 1n SYEP and many - 2*5'15:545
d1fferent organizat1ans which;prDVTde work. N
These argan1zat1an$ are- cé?]ed wurk spansers and .
i& 1nc1ude sos1aT serv1ce ageng1es, enmmun1ty'er; o
gan1zat1ans, cu]tura] 1nst1tut1an5, gnvernment aj;~

departments and some. private emp]gyers Jobs-';

\1nc1ude EUSth13] Héa1th"haus1ng, c]er1ca1
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ngever, dnn»t expéct a perfect f1t

- 15 usefu1

i ant part of the ‘program. -_fE E

'f try out severa1 d1FFerént JDbS
T

we w111 try tc take yﬂur 1nterests and ab1T1-

!

t1es 1nto accgunt 1n ass1gn1n§ yoq ta a JOb
.]iw

Every job

Your w1111ngness to do the JDb as—

i

51gned and to accept superv151en 1§|an 1mpnrt—

11'!

Yaur 3uperv1sor will te]1 you about wark1ng

huurs, ;EB

“the Jjob, and w111 answer any questians yau may
" .‘F . - o
_ .

requ1rements, and how to behave on

"have. _f_ .

Under SYEP yqu are a]iawed to- wgrk a max1mum of
B - L

hagrs per week The wafk schesif

' (Jf’; W iw uurleelﬂji ‘ \
du1e and total haurs may be d1fferedt in d1ffer—:
ent work 51tes Lunch t1me is not counted %5 a

WDPk]ﬂQ hour



x_«w,e-»-.:f;r-.-';y,,v_mmsgg R

':1:553£§Qdahée Yeur superviser w111 keep ycur t1me
\ Qﬁa ttendance recerds. These are turned 1n i:_;‘dg":
n::;eveiy twe weeks The§ are the bes1s for pqy1ng
' jeu; }Yeu must s1gn 1n end eﬁt en e timeeheet

iiﬁwhen You arr1ve at yuur mnrk Iocatian.end when

! g@u Teave. Ycu w1]] be. pald en]y fneeyour t1me -

" on the ;u:b Veu are eﬁpeeted to repert f‘m‘ werkr

1
£

E}

SRy

‘ eq t1j: In cese eF leteness or absence ggﬁ

}jmusf ¢ 11 yeer wnrk superv1ser 1f- you are 111_1 ;

¢

T ‘geu mu t ceTT yeur superv1sér or egeney end 1n—_

= ,ferm them of your absence before the regu]er T

f':
T

< werk ttme or as soen-after es pese1b1e_

5uspen51eﬁ er Term1ﬁat1en frem weﬁk AssAg_ment*

»

2

You may. be suspended or }gse yeur Jjob fer

:1. ReEeeted ]atenees or absenee.‘;

v 2. Le v1ng werk without gqad ceuee -- You: w111 NG

' be cens1dered to have ]eft werk if you welk
o .
O?F'the Jjob w1theut perm1es1en of the super=

i . < -
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wisor. . -

= s

. Break1ng the ru1es such as do1ng 5Dmeth1ng

o

which V1aiates the wark Sponsur 5 ru]es or’ !
i-standards of behav1ur or DthEF ru1es that :

_ you knnw abuut

P

V. ){D;UR- Rﬁ,IEHTfS;’._ER‘VIE\IAN(;E"P,RDVCEDURE’S I

If yau Féel that you are bé1ng treated unfa1r1y,i

! f1rst d1scuss yaur gr1évance w1th yaur super‘ -

~sor or cnunseiar If the prnbiem is not r3591

ved you m;y request a review of your gr1evancex%"
by the Pragect Dik ct@r. ‘If tﬁe Prcject Qire;e‘ﬁz'
tcr daes nDt reso?veithé grievancE' you may re-
quest in wr1t1ng an informal hear1ng w1th the |
perscn des1gnated by the Pr1me Sponsar If 1t
is still nat rengved the Pr1me .Sponsor repres

sentat1ve W111 1nFcrm you of the next steps yau ;

may take.



VI, - SUPPORTIVE SERVICES :

- You may rece1ve counse11ng in ccnnect1on w1th

. your part1c1pation 1n th1s program Ask yaur -
' wnrk SUpEFV1SGF (or caunse]qr, or manitor/coor- -

d1nator) whom to see far heTp w1th pﬁfSéﬂéT pr0=.

\
b1ems or matters thCh relate to ya;F%Work

Your superv1snr shgu1d have a 11st of ageﬁties

¥.; and people who can he1p ycu with med1ca? tutnr-
e v
‘a fng, and ather needs wh1ch may affect your wgrk
LR _ :

VIL. TIPS ON.STAYJNE-MITH_YDUR qos’

' S : i
Keep1ng a ij requ1res more than the ab111ty to
da it weTT It means deaT1ng W1th such diffij-

f,_ v

;; 1§U]t1ESﬂﬂS gett1ng tc the JOb bcredcm w1th the
wofk gand pr@ﬁ?ems W1th other warkers Gr your

i

Superv1sgr Stay w1th the an try to reduce

T
these problems By 1mprov1ng your own perform—
ance and deve10p1ng good wcrk hab1ts you may

so1ve some of these’ problems and get more per-

' .
o= ‘\v’d_%;f;
-



- sonal satisfaction.
~<Some points for you to consider are:

A3'

Y - - B

‘at your JDb at ]east

Show ﬁﬁ'every'day3 Yaur Job: needs yau Just

‘as much as you need 1t CIf ynu dnn t show. i

up, sumeane e]se has to do your wark ThTS“

“could affectlthe entire pruJect If you ‘are

rea]1y s1ck ca11 yaur superv1sor as saon as’
yau are sure you w111 be absent--dgn t wa1t

un€11 the 1ast m1nute _ G1ve yau( superv1snr ’

: encugh t1me to find a- rep]acement Fnr ynu

-Camé to wark an t1me If yeu shnw up 1ate

]

fpr wgrk, ycu are h91d1ng up everyone: e]Se

. Your superv1sgﬁlmu5t make sure that ali
workers. show up on time. Being on' time re-

ally means 53{“9 éar}jt'&You should show up

en minutes ear1y

‘ Th15 QIVES you time to ta]k.thh friends,

have a cup of coffee, or do ényﬁhihg else

qu:wantite get in the mood to work. Befng'

Y

on tine means starting to work-on-time,not

i



"what t1me you wa1k in the dngr If yau knaw
.riYQU W111 bE late, Tet your superv1sor know

- C_ElFind out how ygu are dn1ng If your supers

: v1sor dgesn t meet w1th you regu1ar1y ta
eva1uate your progress, you shou]d ask h1m '
o or her how you are da1ng at Teést once'a
',week. Yau,shou]dsf1nd_cut what. things yéyff;
fsuperv1sor thinks- -Yyou do well: and‘what things
need ta be done better, Y@u w111-knaw what
Jjobs you need to try harder on. :?Qu wiai '
catch prab1ems before they get rea]]y bad
Dﬁﬂ t be afra1d of cr1t1c1sm Most of, the
'?’tlme tr1t1c1sm is not an attack. It is not
meant to put ycu down or make you Fee1 cheap.
It is meant to help you to improve yourself
and your erk.v If yourlsupervisar says that
- You need to do better at something, ask him
or her to show’yau how to do it bétter; L

Listen and ask. Be sure that you know what

.D‘

yaur duties are and how to do them PTght

- -
]

1 ¢
A4




, 1? c o when .you are be1ng tra1ned DF g1ven 1n—

i!: Struct1ans, 11sten very carefu]]y and ask

as many quest1ons as’ you want Dan t be

; afraid to s%&,'"l don t understand "; BE

ﬁ sure that you know what ycu are dg1ng be-
Fare you Staft a task .

EEE busz If yeu find that you have ryn

l_ ﬂut of ‘work .to do, don' t sit areund wa%ting

1on around you to see what st111 needs tc
be done . If you don t See anyth1ng ga to-
'y@ur'supgrv1sor and ask for more work.

F. Do your best, ATways do your best.’ Every-

DhégiS'différEﬂt If you can work really
; o Fast and still get the sz dane r1ght,_
| | that s'great! If you are s1cwer but Sfeés |
dy and depenQEBTE, that's also very good*
o Just make sure that you. are do1ng yaur best
-.even if, afhers are ggpf1ng fo Ycu‘may

. : ‘f‘*
_ 3 -
S nat enj@y every part Df _your JOb ,Theré

&0

P~




may be some duties thﬁi you just don't like,

;oo N
or your supervisor may ask you to do some-

thing that you really don't want to do. '
' Some tasks just - plain have to be done by

. - somebody, so do thém we11 and get them over -
d
with. If a task feallz turns you off, do

it anyway, but tell your supervisor 1ater
that vou would rather not have to do it of-
ten if pOSSjb1Eg ‘

G. Take care of your persenal appearance. Be

neat and clean. Wear chthing that is right
for the job.
‘H. Be friendly. Make « a1 effort to get a-

long well with the other workers and your

supervisor,

VIII. YOUR SUPERVISOR AND YOU

Your superv1sor haf“the JDD of 5huw1ng yOu the

work that is to be dnne and how to do it best in

a safe way. o do this, your SUpervisor will

- ~a
&= | ;‘f
] o

10 D N 1




tell ;Ou ébout your job and your agency, and
"will demonstrate the work to be done and
skills necessary to do Fhe work well. If mach-
Jdnery or special equipment is used on your,jag,
- your supervisor will show you how to care for.
it. ,‘ I -/
You can help in these eff@rts and make the work
experience enj::!yatﬂe and a good learhing ex-
.perience by‘repérting to work on time gnd fol-
Towing “instructions. [f you need help or more
explanation about a task or job, ask C]L{EStiDﬁS;
Your Suparvibé} is also learning from you and
can supervise better 1f aware Df‘v your pro-
blems. Don't run awayrfrum problems or %ake
' : _believe tﬁéy-aven't there. [f you have any
problems with your job, let your supervisor
know right away su that they can be cleared up

. =

easily.

£

YDQ may be placed in ditferent jobs as part of

y’igi:h wOr k cXperience Lo ylve yol wider experi-

a

»

P o
by




ence and to show you new 5k11]s Be ready to

%

take on new tasks. v
\ )
m

Ix.* _YQUR PAY ]
%ﬂ) ;

You will be baid every two Jéeksl Your super-
visor w11] te]] you the day of the week and the
p1aée to pick up your check, and will exp]a1n
the pay procedure, Your superv1sor is responsi.-
b1e for keeping accurate time an; éttendance es
cards for you. -You can hE]p by properly sign-
ing your t1me5héet S]gn 'in when you enter,

sign out when you leave. Do not sign fn and

out at the same time. You will receive payment

on1y Fcr the actua] amount of time you. have

worked during the piy per1@d Deductions*in pay
will be made For loss of time due to lateness

" and abseniégi There are also standard payroll
deductions for social security and taxes which
are.exp1aiﬁed below.

You will be required to s1gn your pame to re-

12.



~. will be given a

ceive your paycHeck. Sign your timesheets and

payroll sheets e same waf each time. You

identification card. This

card will be requiredifor:identificaﬁioﬂ’to re-
ceive yéﬁr paycheck and it will help you in
;ashing your check. H

You will be paid at the current ﬁgdefal hinimum
-wage rate. Your gross pay (that is, your éarn= 
ings before deductions) is the number of hDuré
you worked during the pay period times the wage
rate. Your check; however, will be fo the net
amount due to you after all the deductions.

If you earn $155.00 during gttwazweek pay péﬁiod

your check may lpok like this:

[N
——

13



o

§ 220 Ma1n Street
ijew Ygrkr N.Y.

FAY TO THE ORDER ﬁ!

James Brawn

SP&@ 0 E

*ﬁﬁﬁﬁﬁfﬁ

N CHEER NUMBER
7 &

NATIDNAL CHILY LABOR COMMITTEE °
1501 Broadway .= . gﬁf
'yﬂew York, N&. 1 / A\
| (B
. < ng e bt 4
4 Ve —,
R A ! . , . .
EXARNIL'NGS ©0EDU CE T 1O NS _ NET PERIOD
wows| 4[] FICA [ Fed.| State [City AMOUNT | tnoiws
9 |20 50| 1

00}

22[50]1% o

771
.




he

»
You Will note thdt your check is for $132.50,
Bét‘the $155.00 that you earhed. LDD; at the
Ché;k stub énd you will see where the ﬂffferg
ence of $22.50 went.  First, you paid $9.50
for SqEﬁé1.Securityi Sometimes_this is stated
as F.1.C.A. which means Federal insuranﬁe Con-
tribution Act. /;Next., Feder'au state ahd city
taxes were dedécted for tax deductions®amount-
ing to $13.00. ($9.50 Social Security + 313!06

$22.50 Beductions). Not every state or

Taxes

‘local gomnunity requires that you pay taxes.

N o e

employer will send yqu a statement of your to-

té] Eafﬂiﬂgﬁ\aqd;déduitiDHE for 1nc§me tax pur-
puses. Compare this statement against your qQwn
records (gtuﬁﬁ)! Iy deductions for ta;esxwerg
made, you will probably be entitled to get back

1.

S 15

fiaéltﬁé year or the beginning of next year, your



most or all of this money, but to do this you
must file income tax returns nex£ year. This
is why it is imﬁortant for you to sé;e your 7
Check stubs. You could get a refund of as much

as $104.00. ‘ Lo

X, TIPS ON BUDGETING YOUR MONEY

Getting paid once every twg,gﬁeks may be a new
experience far:yau. To geiAthe*most use 0ut‘of
youripay and have more than a few cents to last

you until Yeu get paid agéin, make a budget!

A budget is just-a 1ist of all the items you -

Hanl 1o buy or expenses you must account for be-
A ‘ x

fore you get paid again. ) f

. o i -

The main problem with money is™Mot having enough.

No amount of advice or wise budgeting will in-

. Crease the amount of noney you get. However,

proper budyeting is a way of planning how yuu

“will usé the hwiiey you du have su thal you care

=

pay for the things {f? have Lo have and sOme of

16
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Il . 7 l',. . .
the other things you want. " If you budget you
- - ] i ) .
will have a good idea of what you have to spend

e %

and where it‘gags.

" Your budget can help you decide what expenses

you might be able to cut down in order to pay
for something else you want (a date, a trip,

&
tickets to a ballgame, etc.).

£

Making out a budget is easy. VYou qut have to
write down how much money yoﬁ earn aﬁd take

home, }isg your expenses, then compare the two.
You éet pa%d every two weeks. Rémember to fig-

ure your expenses on a two-week bhasis.

The form on-the next page is a sample you can

use. If a different form works better for you,

B

use it. You should have a small pocket-sized
]

. notebook Lb write down everythind you spend,

including all the things you usually'dog't re-

f
member--newspapers, stamps, a movie, records,
ety

l‘!‘



\ ©« " SAMPLE BuDGET

ings (every 2 weeks)
\ " Deductions From Pay
\;iésq Federal and other Taxes
Social Security Tax
Dt%er
Total Deductions

Takg Home Pay ~

“Expenses (for 2 wéeks)

Travel

Fopd (lunches, snacks)

Clothing (new, cleaning,
repairs) ; ‘

‘Contribution to family
or house

Toiletries (soap, deo-

S dorant, hair dressing -

Miscellaneous (odds and
ends) . :

Savings or Checking Ac-
count

Total, Expenses
Money Left Qver to Spe%d
on Other Items

- (subtract Total Expenses
from Take Home Pay)

18




© USING YOUR MONEY WISELY
1. -ﬁ?agéﬂhea@} It is wise to open-a saviggs‘
account and make regular deposits. No mat-
ter how small the deposits are it is good
< to put aside-money for later use. The-bank
will pay you inferest while you keep the
money there, o %

2. Be a wise shopper! Check out'and compare'

Y

prices on your desired purchases before

you maké them. A smart consumer checks
the qua]it& as well as the prices before
buying. For example, one store may sell a
record for $5.49, while another may sell ]

the same record for $4.39. You could save

'$1.10 just by checking around.

¥

[

Get the facts on layaway items (time pay-

ments) before you decide on that kind of
purchase, so as not to l1ose money needless-
ly. If you decidé on buying something on

a time payment plan, be sure the amount of




(

your payments is within.your budget. Time
payment purchases usually cost more than cash
purchases.

4. Read the labels. Know what you are getting

F
before you buy it. Items may' look the same,

but may not be just as good. Read the war-

ranty, know what parts are covered.in case

something breaks or doesn't work,
. IN
3. Know the store's policy with regard to re-

turning items before you buy. Not all stores

have a money-back guarantee or exchange.

When in doubt, ASK!
A FINAL WORD :

In the course of your work you will see some
things which can be fuproved We would appre-
ciate én,_y suggestions you have for improving the
program fur next year I:{] yuur supervisor
Good luck: Enjoy your suiliner wor h exper lehee

We are looking torward lu worklng with you.
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XI.

- my worksite

- counselor

IMPORTANT THINGS TO KNOW

. oo
Name, address, and telephone number of

__ \‘,,

Name, address and telephone number of my

supervisor . .

k-3

Name, address and telephone number of my -

'i!*;":"’ ) : - T A

Dates of employment: Start on

End on e

Hours<of work: ____hours a week;

ot . hours a day.,

o+
Time records: [ sign in and out at:
. : . . :

.

place, tine, day of week

:5?



’

7. lampaid$ __ an hour for each

worked. {

‘Si If I lose my paycheck I shbuld notify

hour

& = e — = = — ——

9. I get my paycheck at )
‘ : (address)

on at

(day of week)" (hour)

[ J 13

L3

10. My identification number is




